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before beginning 



\ It's a lomg way from an idea to a book, and we'd , ^ 
Like 'to pause in a silent salute to those who' contributed 
their ideas, criticism and suppo^ . our stncerest nods 

GP PARTICULARLY TO WALT BENTON .AND RICHARD LANGE OF THE 

mVchigan Education Association, Richard Mueller of the 
Macomb iNTERMEDi ATE School District and Virginia Ross 
of\ THE National School Public Relations Association * 



\ Allow us, please 
the\ United States who 



TO ALSO THANK THE EDUCATORS .ACRO.SS 
SHARED AN IDEA OR GENERATE1D A SPARK, 



y^WE WLSH. TO t^DEDI CATE OUR HUMBLE EFFORT TO «^0Y K. "WILSON, 

FORMER Executive DIRECTOR of the National School Publi-c 

serVed the Association for 



Relations Association. Roy 
25 years prior to his retirement 



THE 
IN <1 976 



AND DID AS MUCH 



AS Ahi^ONE TO ADVANCE THE CAUSE OF EDUCATION THROUGH 
RESPONSI BLE COMMUN ICA*T I ON ' 



William J , BaWach 



Ann B'arkelew 
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The Banagh-Barkelew Brainstorming Book*, © copyright 1976, 
William JT"Fana~ch~"TRe"^^^^ Inct-, . 53938 Sunderland, 

UTICA., mi 48087.' SeCQN'D • PRINTING . ALL- . R I GH^S RESERVED . NO 

PORTION d^F THIS BOOK MAY BE COPIED OR REPRODUCED -W^THajJ^ 

PREVIOUS W R I T T E N. : P E R M I-S3-I ON~FR B K'~T-KE" S'YN ER GY^'GrcJUP , INC. 



HAVE TOOTH envelopes' FOR SENDING 

hoi^e the teeth that f inally come ^ 
out at school. include ^a note from 
the teacher". these ^are tender moments 
parents don't want to misks. • 

Think about your parent-teacher 
conferences. ask yourself, 'if i 
were a parent,. would i feel. comfortable 

6 

Turn peopl'e on by bei'nig enthusiastic' / 

YOUf^SELF. 5H0W -PEOPLE YOU ARE GENUINELY 

interested in what th^y are . d.o i ng . " , ^. . 

' . . Organize an all-school^ qrajnstorm^ing 

day to get several hundred wtdrkab^le 

COMPIUN I GAT ION I DEAS " . UNI QUELY 
•APPROPRIATE TO YOUR SCHOOL. ' • ; 

^ ^' Ideas like' THESE REPRESENT THE 'WHY* BEHIND THE 

Banach-Barkelew Brainstorming Book. ""It's designed to 

.' . • ■ . . ^ 

* /f 

HELP YOU THINK ABOUT AND IMPROVE YOUR PUBLIC RELATIONS. . 
AND WHAT PEOPLE ^THiNK ABOUT YOUR SCHOOL, . IT WILL HELP 

•YOU' IDENTIFY ALL THE GOOD PR THINGS YOUVrE DOING NOW. . 

-;, . • . ' ^ 

,^AND IT wlLL HELP YO^ WEED OUT. THE NEGAT I VE 'ACT I V I T I ES 

■ . "ff. ' ' ■ . • ■ 

USUALLY ATTRIBUTED TO * O T HE R . P EOPL E . * 

■ ^- ^ • • 

The Bo.ok-is only a crutch. It will be as goqd (or 
bad) as. you are. and although it*s des i gned to be. used . 
• individually. it will help you .be even more effective 
if you work on it with a colle a gue . . or several , 
colleagues ; /• 

/ - ■ ■ 

Two T\-\lH^S^J:r^E NEEDED TO GET THE ^QST ' FROM WHAT . 

• ^ . ' y / 

FOLLOWS: LIBERAL QUANTITIES OF I MAG I^NAT.I ON AND A PENCIL 



The more you take our iqeas Af^ change them to vduK's. 

THE MORE EFFECTIVE YOU^LL BE. THE MORE YDU WRITE IN THIS 

BOOKi ThTE MORE YOU'LL GET FROM IT.. SO MAKE MAF^jilNAL NOTES, 

CROSS OUT THINGS^YOU DISAGREE WITH AND ADD,- THOUGHTS ABOUT • 

COMMUNICATION THaV COME TO Ci^INt) AS YOU THUMB. THRpUGH THE 

PAGES / » ■ ^ ' ^ , 

\ 

* ■ to ■ ■ ' , ' * 

ujhot is public fclotions, onyujQy? 

"* POSITIVELY s'PEAfCING, I T VS A TWO-WAY , PL ANNED , REGULAR 

^ .■ 

PROGRAM OP BUILD ING- BETTER.. UNDERSTANDI NG BETWEEN SCHOOLS 
AND THE. PEOPLE THEY SERVE / ^ . - 

^.. --^^^^^^^^^ TOGETKER""TRE GOOD ' THINGS YOU ARE 

ALREADY DOING -AND PERHAPS ADDING A FEW MORE-. ^^-^^ 
COMMON SENSE ORGANIZED. 1T IS B E IN G- C O N S I DER A T E O F 

OTHERS. It is *-recqgni zing that -listening, is , -more ■■^\ 

.. . ..^ _ ^ . .^^^ \ 

important THAN- telling . 'It IS CARING ABOUT PEOPLE. 



uihy do ujc need pf ? 



Because the public supports things they understand 

OR THINK THEY UNDERSTAND. WITHOUT THE UNDERSTANDING 
COMMUN KATION GENERATES, SCHOOLS. AND^SCHOOL PEOPLE DON'T 
dET THE^BACKIN.G THEY NEED TO " PROV I DE NECESSARY. EDUCAT I ONAL 
PROGRAMS . \ . , , • . ' 



ujhot kind of job. hove lue been doing ? 

Not a very' good job. The polls are convinc ing . /^nd 
depressing. confidence in education is on the decline. 

■ 1'. • 

TEACHER IMAGES ARE AT All^ALL-TIME LOW. AND ADM I N I STRATORS 
AWD BOARDS OF EDUCATION ARE HAVING DIFFICULT T I ME S O^USTER I N G 
SUPPORT FOR VITAL PROGRAMS >vAND SERVICES. 

* Everyone HAS seen examples of 'bad PR for /-instance ; 
--In the southwest a board of education refuses to change 

A HIGH SCHOOL STUDENT ' S. SCHEDULE SO SHE CAN BE WITH HER. 

CRITICALLY ILL" FATHER IN THE. HOSPITAL. . 

"i ■ . " ' ■ . • ' . 

•--.In the midwest a worr i ed mother calls the school. The 

BUILDING^'PRfNCIPAL TELLS HER THAT HE DOESN'T KNOW WHY HER 

. . - ■ ■ - ' " fl" 

DAUGHTER HASN'T -COME HOME FROM SC HOOL-l . . AND HANGS UP THE 

' o ■ _ 

PHONE. 

--In an eastern school district- a director of instruction 
tell;s the teaching staff that the purpose of 'the year's 

first PARENT-TEACHER CONFERENCE f S ' . . . TO PROVIDE A FORUM 

• «i ' ' ' ■ 

IN WHICH THE TEACHER CAN INTERROGATE 'THE PARENT...' 

On the west coast a .,school secretary. won ' t allow a junior 

HIGH GIRL TO USE 'a"^^CK30L -RHONE TO CALL HOME FOR A RICE... 

-. 1 . . ,^ . . . , 

AND, IN EFFECX. FORCES HER TO' WALK THROUGH A DANGEROUS 

» . ■ ■ ■ a . 

^ F . ■ ' ' ■ . ■ 

NEIGHBORHOOD. 

■** ■ . " ■ •. * • , • 

iN^jTHE S,QUTH. A SUPERINTENDENT CONVINCES THE BOARD OF , 

education' TO 'SALVAGE THE ByDGET ' BY EL I M I NAT I NG BUS SERV I CE' , 

AND 'SURPRISE^ PARENTS BY DISCONTINUING SERVICE THE MORN-ING 

aft^'r the bo/\rd of education meeting. • ■ 



J 



-~ In the north a parent calls the j^choo. during lunch 
hou«. a custodian answers the phone after several f^jings 

ANO 'SAYS: ^»THERE*S NOBG^V HERl--IT*S LUNCH HOUR ' . . . ANO 

HANGS UD . ^ ' , 

In Ty£ FAR WE^T A GROUP OF TEACHERS OECIOES NOT TO ATTl"NO 

THE OPEN H0U3E'*. . BECA.USE THE CO N TR AC T *00 E 3N * T • C AL L FOR 
I T . • " . 

True stories of bao public relations. All of them. 
Ano if you want more, just look arouno. 

' But Goo'b things are happening too. (A list of ioeas 

FOR BETTER PUBLIC RELATIONS APPEARS LATER.) ANO THAT'S 
THE PURPOSE OF THIS BOOKLET: TP HELP YOU BRA I NCTORM MORE 
GOOO PR IOEAS. AND TO HELP YOU :5ET MORE MILEAGE FROM THE 
GOOO THiNfGS YOU ARE ALR^AOY OOING. ^ . ^ 

noul, some bosics ... 

PUBL IC RELAT IONS IS A PROCESS. IT HAS FOUR COMPONENTS.: 
""ARArTZINGi-PLA COMMUN H C AT I NG AND EVALUATING. „ 

"TXuTHaUGH THE PROCESS APPFV^RS TR I TE , I T WORKS. IN FACT, 
OISREGARO FOR THIS S I MPLf PROCESS ' I S THE MAIN REASON .MANY 

educational communication programs fail. 

Analysis is, by far, the most important component of 

THE .PROCESS.. IT MEANS L I S TEN ING . . . OR FEEOBA.CK. IT I S THE 
FREQUENTLY NIEGLECTEO FIRST PART OF WHAT WE ALL RE^'ER TO AS 
TWO-WAY COMMUNICATION. ' ; 



. Without cqnsioering THiNGt^ like what people know... 

AND WHAT THCV WANT TO KNGW.'..ANO WHAT THEY NEEO TL) KNOW... 
WITHOUT LISTENING, COMMUNICATION CAN ONLY BE HAPHAZARD^ ANO" 

marginally "effective. 

Think of the communication taking placl in your 

SCHOOL. How MUCH OF IV ,1 ^ S&NDIMG NEWSLETTERS, OR 
' TEL LING ' PEQf>LE ABOUT SOMETHING OR POST I NG NOTICES? IF 
, YOUR SCHOOL IS LIKE MOST, YOU'RE SPENdHFTg FAR tOO MUCH 
TIME ON THE SECOND PART OF T WO - W A Y ■ COMMUN J C A T I ON - - THE 
SENOING OF MESSAGtS--ANO NE^D TO^ THINK 'ABOUT AOOING 
BALANCE TO YOUR PROGRAM . THROUGH LISTENING. 

^ , • -• -- - 

ujhat do people knouj obout their schools? 

■ In TWO WORDS, NOT- MUCH. THE POLLS CONDUCTED OVER 
•THE YEARS SHOW THAT THE P'CfBL I C HAS A GREAT &eAL OF 
QUANTITATIVE INFORMATION ABOUT THE SC HOOL S - - I N FORM A J. TO^ 

L ii<E_v\MHEj'iL-:::u.b^^ when the school oay 

STARTS, THE COST OF HOT LUNCH,- SCHOOL VACATION DATES 

• ■ * 

^> ANO THE LIKE. Hi 
B^,y jHE PUBLIC DOESN'T KNOW flUCH ABOUT WHAT 1 S 
REALLY "happening IN. THE SCHOOLS. THEY * RE NOT TUNEO IN 

TO WHAT ARE TEACHING CHILORE!^ AN[? WHY. IN FACT, ONE 

\ . ■ • • . . 

.P*OLLSTER FOUND THAT MANY PARENTS COULDN'T EVEN NAME THE^R 

■ ^ ■ * . 

CH ILD • S TEACHER , 



•5- 



So . 'although OUR .PUDL ICS / f**- DE I.NG SUBJECTEb TlV ' . 
INCREASING (JUANT I.T I Ei:> OF INFORMATION, Th^tEIR 'QUALITATIVE 
INFORAIATION I NDE X ' ' RE MA I N G QOITE LOW. MOST P 'JOPL E ' iVI MPL Y 
DON'T UNDERSTAND ALL THE GOOD THINGS WE ARE DO^NG AND HOW 
EFFECTIVE WE REALLY ARE .\ 



t . 



luhere do people get their information? 



FROr PEOPLE. LARGELY. "AGAIN AND AGAIN. "tHE RESEARCHERS 
^FIND THAT.jKIDS REPRESENT THe' NUMBER ONE SOURCE OF INFORMATION 
^ FOR PARENTS. NEXT ON THE LIST OF INFORMATION SO.URCES IS A 
CATEGORY WHICH INCLUDES SCHOOL E MPLO YEE 3 . . . AND LHE PUBLIC 
DOESN'T DISCRIMINATE BETWEENJ SECRETARIES. PRINCIPALS.. , 
TEACHERS. CUSTODIANS OR SCHOOL BOARD MEMBERS. IF YOU WORK 
' •IN A SCHOOLv, THE PUBLIC FEELS YO'J OUGHT TO KNOW WHAT'S 
GOING OhJ. AND THEY ACCEPT WHAT YOU HAVE TO SAY AS. FACT 

Of COURSE, newspapers and scHpoL publications ar^ _ 

ALSO LISTED BY THE PUBLIC AS SOURCES OF I N-FORMAT I ON ABOUT 

SCHOOLS. But. OVERALL, it's the people factorthat maVes . 

■THE DIFFERENCE IN WHAT 'OUTSIDERS' THINK ABOUT A SCHOOL. 

ujliat do people uucint to knouj?: ^ 



ANSWERS TO THIS QUESTION USUALLY REVOLVE AROUND THE 
FIRST rf^ERSON. THE MOST FREQUENT RESPONSE FROM PARENTS IS 
'How IS MY CHILD DOING?' • . ^ . » 



^ ^ ^ ,.P/\KEtJT-. WAtJT TO Hi: ASnUR£:D THAT, THEIR C N I L i CVE <>r,I N J 

ALOJ^G,'- AND, • It:* NOT, Wl-'IA r TtlL-Y CAN DO TO tXELP . "V*'*^'"*/ 

Parents vAre-also very •interested iKi what . theIr -chVld 

IS BEING TAUGHT. . .AND HOW. THEY WANTJD KNOW WHAT SJ^ECIAL 

^RVICES ARE AV/VILABLE TO ' THE1_R CH I LD- -PEOPLE^^ AND THINGS / 

THAT -WILL HELP THEIR. yOUNGSTER GET m BETTER EDUCATION. 

And PARENTS WANT TO KNOW ABOUT SCHOOL RULES. ^ 

INTERESTINGLY , -COSl^ FALLS NEAR THE BOTTOM ON MOST 

PARENTS', 'WANT TO KNOW ' LIST'S. ' 

V 

NON-PARENTS--THgSE WITHOUT YOUKiGSTERS IN SCHOOL - ~ H AVE 
f • 
A SLIGHTLY DIFFERENT INFORMATIONAL PRIORITY. BUT , CONTRARY 

10 WHAT most' SCHOOL PEOPLE B E L I BV e"/ CO S T USUALLY IS NOT AT 
THfe TOP OF THE LIST. 

NON-PARENTS A 9 E\ I N T ERE S T ED IN SCHOOL POLICIES AND* i 
RULES...". AND THEY WANT TO KNO W . ABQ.UT THE SCHOOL CURRIcOLUM-- 
WHAT EDUCATORS ARE TEACHING, MOW , AND WHY. 

In summary, PEqPL.E---BOTH PARENTS AND NO N - P AR E N PS - - 

ARE, INTERESTED IN SCHOOL INFORMATION THAT WE AREN'T 
6 ^ ' ■ 

PROVIDING ON A REGULAR BA3LS. THEY ARE INTERESTED IN ' ' 
KIDS AND HOW AND WHAT THEY ARE DOING^. THEY ARE INTERESTED 
IN THirJGS THAT SCHOOI^ PEO PLE) OUGHT TO BE TELLING THEM. 



houj should on educator begin ? 



HFRT'S Tf-li: P(flNT WHCRE YOU rUEGIN PtiTTINCi Ff-li: 
BRATr^JliFORMlNG [i60K 10, USE'. WHF FHER YOU USE THE MATERIAL* 
> ON THE FOLLt.nVINb PAGES H Y • V Tl'm S EM T 01 IN CONJUNCTION WITH 
A FEW c:0L!.EA6UES OR WITH YOUR EN T I F'E- SCHOOL S T AF F .DOE SN ' T 
MATTER^ THE 0 A 5 I V>ROC ED UR E S AR E THE SAME. 



ujhot to do 



hom to do it 




. FiRGT, WE REC^MMEN[\ YOU 
IDENTIFY THE VARIOUS ^\';L L'l CS 
YOU 'OR YOUR QOLLEAGOES OR YO.UR 
» ENTIRE STAFF COUL D COMMUNICAT 
, wrTH--GR0UP5 L-IKE BUSINESSMEN ' *^ 
* AI>tD. PARENTS ANQ NON-PARENTS AND. 
STUCVENTS Ah/D CLERGY AND SPECIAL , 
INTEREST GRCMJPS AND LOCAL 

/ ; ^ ■ ^ ^ « . 

. / GOVERN^IENT OFFl.t:'I ALS AND PUBLIC 

^. • . 
' ' SERVI CE people:, and UNIC5JM MEMBERS 

so forth. 
' ' • Remember THAT the public 

HAS SPL I T .*I NTO SEGMENTS OR GROUPS' 
OR -'PU^LlCrS. .AND. WhMT 
INTE"^E»STS ,0Ne' PUBLIC MAY NOT^. 
INTEREST . ANOTHER . ELEMENTARY 



USE THE •Here*^ Who's 
*QuT There' form on page 

TO LIST AS MA^Y 'PUBLICS 

AS YOU CAN. Spend some 

TIME ON; Tf^E ASSIGNMENT. 
A TYPfcAL SCHOOL STAFF 
SHOULD BE ABLE .TO • L I ST 
40-50 .'EASILY . ' , 



PAf?ENTS, FOR EXAMPLE, DON'T 



WANT THE ' SAME TYPES OFSCHODL 



information as senior citi?ens.. 
and staff members kave 
informational needs entirely . 
di fferent -from students . 

.Next, we recommend you- look 



AT THE LIST OF. PUBLICS YDU ' VE - 
DEVELOPED -AivJD "P-I-GK— THE TDP ■ 
FOUR--THE . MOST IMPORTANT. 
•PUBLICS- YOU OR YOUR SCHODL... 
COULD COMMUNICATE W I T^ 

NOW-TAKE- A LDOK AT WHAT 
YOU ARE DOING -TDv^ COMM-^JNICATE 
W I TH THESE PR I OR I TY P UBL I C S , 
AND HONESTLY EVALUATE THE . ' 

•IMPACT YOU ARE HAVING... AND 
■"'7 HE " U N D E T ANDING O.F EDUCATION 
YOU ARE HELPING . TO CREATE-. 

THINK ABOUT IMPROVING 'tHDSE 
ACTIVITIES YOU CAN AND 
ELIMINATING- (FINALLY! ) THOSE 
THAT HAVEN'T WORKED FOR YEI>ARS.) 



Write \your top four publics 

- AT— T H E~T-eP-' 6 P -T-HH~-COinJMlNrs 

^ON 'T.H^ Brainstorm Form' on- 

PAGE 12\ 



Turn TD page 13.. The . 
' PR Inventory ' form will 

h'eL*P - Y.OU EVALUATE WHAT YGU 
ARE DOING NOW TO COMMUNICATE 
WITH YOUR PRIORITY. PUBLICS. 

Match' YOUR pridrity publics 

AGAINST YOUR . A C T I VJ T i-ES . 
THE BLACKENED BOXES WILL 
PROFILE YOUR IMPACT. 



Now IT'S TIME FOR SOME NEW 
APPRO ACHE5--TI.ME TO SE&' . I F 
THERE AREN'T SOME BETJER 



IDEAS FOR COMMUNljCATING 

with your priority publics. 
This is tThe time to muster 
some support and do some " 

BRAINSTOFeMING.' THE lOEA IS 
TO GENERATE AS MANY lOEAS 
AS YOU CAN FOR EACH RR'lOf^ITY 
PUBLIC. 

AND, FINALLY. ..IT'S 
TIM.E TO BUILD A FIVE-MINUTE- 
A--DAY PR' PLAN. , . FOR YOURSELF 

yguR SCHOOL or your school 

DISTRICT. 



First, REAO tHe, ;\ 

^BRAINSTORMING: \ FOR 

Can- DO Thinkers' material'- 

■IN THE -BACK OF THE BOOK. 

Whether YOU ARE GOING to ' 

B-p^Ail-NS-TO RM-W-I-TFr^'A:"F E W " 

COLLEAGUES OR WITH EVERYBOO^ 
IN THE 01 STRICT, YOU'LL NE^l 

thi s i nformation, '• 
Then go back to ' Ihe ' 

• BRAlNSTWMn^^-l^Tr-'aN HAC^b id' 
SPENO five MINUTES j^'y - 

BRAINSTORMING^ IDEAS FqA ' 
IMPROVING COMMUNICATION 

^ 'v^/ T'tr^ each public. 



First", look over the list- 

. OF PR IDEAS WE'VE. PROVIOEO 

(There are over lOO ioeas 
m the section titleo 
'More -PR Ideas'-on page i4. 

Then turn td page 23 aKjo 

WORK YOUR' WAY fo PAGE 28. 

Instructions are provided 

— Evk-FTT^ b i bH Gh THET^WAY . " 
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Mere's Who's Out Ihere 

WITH? LIST AS MANY PUBLICS AS YOU CAN: 





To THE RIGHT ARE SOME PUBLICS" 
TYPICALLY .AFFECTED BY OR 
INVOLVED IN PR ACTIVITIES. YoU' 
CAN ADO OTHERS . ■ ^ \ 

Put an X IN THE BOX Of^ THE TWO 
PUBLICS MOST AFFECTED BY OR 
INVCtVED IN"^EA:CH OP YOUR PR 
ACTIVITIES. ; 



Mof^ PR Ideas 



ERIC 



K. Hold MONTHLY INFORMAL •Y.AP SESSIONS* INVOLVING 

PRINCIPAL ANO STAFF, PR I NC I PAL ANOo STUOENTS . OPEN 
THE STAf=^.F ROOM ANO PLAN TO DRINK LOTS OF COFFEE/ 



SHAR "E"TOTS OF INFORMATION .ANO DO LOTS OF LISTENING 
TO CQNCERNS WHILE BUILDING GOOO WILL AN D FE EL I NG S . O F 
UNITY . 

2. " INVIJE SPECIAL LUNCHEON- GgESTS FROM THE COMMUNITY TO 

UPOATE THEM ON PROGRAMS ANO SQL IC I T SUGGESTIONS. 

3. Have MINI-TOURS FOR SPECIAL GROUPS, I N C L U D I N G ^""^-----^--^ 
' BUSINESSMEN., SENIOR C I T.IZEN^S JvJOJ^^^ 

.FROM FEEDE,R~^C"H00LS~.~'' . \ . , ■ 

' ' • ■ ' ' .■ .. ^ V . ' 

4..,, Set up a welcome wagon for your school. U^e -retired . 
^teachers, p aren ts' and/or stu den t-s- a s ' your school's 
'ambassadors. ' ' , 

,5.. Put COURSE* .in public EbucATiotsi.' in your school'^ ""* 
cuf^riculum for a oay or a quarter. 

'■6.' Recognize /SCh'ool, empi-Oyees for service to the/^chools 
and to the communi ty*^ ^ - ^ ^ ' . . - 

7. 'Answer quest iq.ns in stuoent newspapers;, oo regular' 

COLUMNS. \ 

jgr. -Help, make Your daily-^staff bulletin provocative. - 
Let it help- set the- tone' for the oay'. If bulletins, 
are only being used as vehicles to' get anno unc ement s^ 
out, work to ban them. ' . ' ^ , 

9! "Survey switchboaro queries a*i<id questions asked of 

^ SCHOOL PERSON'NEL . THOSE ARE AMONG THE QUESTIONS 
.THAT NEED ANSWERING IN MEETINGS, NEWSLETTERS, ETC. 

10. * "IJSE THE GRAPEVINE NETWORK . ...-^...NaTH I N^G IS MORE POWERFUL . 

Nothing .'GETS the word out faster. . . 

11. Set up'a l i steners^ bureau in your- co^mmunity. 'Suggest 

'"'•MEMBERS ADVERTISE THEIR TELEPHONE NUMBERS. LfT-THEM" • 
KNOW THAr YOU REALLY -WANT .JO 'k^JOW ^WHAT IS BE I Nffe'VSA I D . 
ANO,- BE SURE 'TO LET THEM^ KNOW WHEN' YOU HAVE FG^L^LOWED 

\, UP ON CONCERNS THEY HAVE SHARED WI7H YOU. 




SiJRWY-TrnrER-FAREm conferences . \ Ask how 

EFFECTIVE YOUR -CONFERENCES ARE AN W HA T ADD I T I ON AL 

K»-I-MDS~B^'rI-HFORM^T-I-QN PA WANT ABO'U-T— YOUR. SCHOtDL 
The RESPONSES will H^LP you • IDENTIFY; COMMUfj I C AT I ON 
NEEDS.. 

Try NEIGHBOURHOOD COFfEES - LONG BEFORE THE. SCHOOL 
ELECTION CAMPAIGN. 



HAVE A ' Press Previe 
YEAR. Invite the 

IN FOR COFFEfe .AND A 
BE LIKE IN YOiiR 

new' directio.ns, new 



SCH03L 



W' AT THE BEGINNING OF THE SCHOOL" 
MEDIA PEOPLE WHO COVER YOUR DISTRICT 
QUICK LOOK AT WHAT .'THIS YEAR WILL. 

- NEW PEOPLE,- NEW PROGRAMS., 
=>0LICIES, ETC. 



Let STAFF' MEMBERS KNdW OF,G}ISTRICT CONCERNS - ON A 
REGULAR BASIS. STAFF SHOULDN 'T LEARN ABOUT THINGS 
• SECOND HAND . ' ■ ^. 

mVE--A-~^MONTHLY BIRTHDAY" CALENDAf^" POSTED ' IN THE ,HALLWAY 
WITH EVERYONE' S~^-BIRTHDAY_ON^J^ ;SURE '"TO^ ADD NEW 
STUDENTS WHEN THEY ARRIVE. - ~ . > ^ V 

Put A. SLIDE show: ABOUT. YX)UR SCHOOL ' IN A SUITCASE 
FOR HOMES, SERVICE CLUBS,' REALTORS. '« ; 

= ■ '^^ ' ■ (. . v 

.Have NEWS eONFERENCES ROR- STUDENT PAPERS . • ■ 

Send . LETTERS: - NOT FORM LETTERS - '^TO' ^|'ftXFF DURINTC; 
SUMMER VACATION. ,LET THEM KNOW HOW IMPORTANT YOU. 
THINK THEY ARE. - \ 

Be visible '-in the MORhJiNGs. Try talking ;Jfl;.iiTH each 

STAFF MEMBe'r EACH DAY - EVEN IF I T.' S ' J U ST A W ARM / , 0 

' HELLO . ' .. .' . " 

■ Hold brieP^ing sess lor.js. *w ith bartenders ,/ barbers , 

BEAUTICLANS and' MAILMEN - THE REAL OPINION MA^JERS! 
'(TALK IS PAS^' OF THEIR TRADEMARK.) GIVE THEM, SOME 
SOI ID INFORMATIQ,N ABOUT YO UR , SC HOOL AN D .E XPER I E N CE" . 
THE ENJOYMENT OF B&I N G ' T AL.KE D A BQUT PO S I T I VE L Y IN ; 
THEIR PLACES OF BUSINESS. ' ' ( THE Y.^i M I GHT EVEN BE • 
WILLING TP GIVE YOU ' ^SP ACE FOR sVuDENT D I SPLAYS . ) 

INVITE REPRESENTATIVE GROUPS' OF PARENTS- TO HAVE EARLY 
MORr'i-NG BREAKFAST- AT YOUR SCHOOL . -$q.L I C I T T!HE I R ■ 
CONCERNS AND S UGGE3T I ON S .. FOR IMPROVING 'THINGS; 

:■''.> 

HOLD BRIEF SEMINARS WITH REALT-ORS AND REAL ESTATE 
SALESPERSONS, PRQVIDE THEM WITH. A FACT SHEET ON 
YOUR SCHOOL. INVITE THEM IN. THEY/'LL HELP YOU GET 
TO NEW RESIDENTS FIRST. . " ■ . , •■ 



-24 . :--F-QRM :STUDENT ADVISORY COMMITTEES TO . STUDY PROBLEMS ... ^ ' 

. AND MAKE RECOMMENDATIONS. . * . 

• • ' • ' • . -»* ■ ' 

25;. Have an information brochure on your school - for . \ .. 

visitors', for RARENTS--TO send- to- grandparents, -for- 
GRADUATES TO H AVEV A S KE EP S AKE S . " • . 

26. Send than<-yo.u notes to colleagues and students who- 

■GO BEYOND THE CALL OF DUTY .. /OR FOR THE GOOD WORK THEY ■ 

DO CONSISTENTLY. . ' • - ■ 

\ . - ■ • ■ 

•, ■ ■ ■ ■' " . • — 

27. Publish .A staff-oriented staff newsletter on a regular . 

BASIS . "PUT. SOMETHING E DUC AT I ON AL.; J N : I T .' " ' 

?a. ' Eat wiTHl^gX'UDENTS IN their lunch areas. . . , *; . 

29. Get TO K.NOW; THE-^ CAFETERIA STAFF . THEY REACH SEGMENTS /. 
OF THE COMMUNITY OTHERS WILL NEVER REACH. HELP THEM 
UNDERSTAND WHAT YOU'RE DOING SO THEY CAN TELL OTHERS. 

t ' . ' .. . -■ 0 .... , " ' 

30. Survey CITIZENS to le^arn' their thoughts, about your j. ^ , 

SCHOOL . . REGULARLY . ' - ^ ' " * . " 

~Tl . . iN^VlTE^ C SCHOOL TO OBSERVE PROGRAMS / 

32- Conduct general tours of your school, periodically . ^■ 
Have AN Open House tHe -^Sur^DAY before vacation starts , ; ' ■ 
The clergy can help you announce , tt. 

33. S-END BIRTHDA-'Y AND OTHER APPROPRIATE CARDS TCT C OL L EA GUE S . ■ . 
(DON'T LEAVE THE JOB UP. TO 'THE ST AfF . HOSPITAL I TY" , GO MMTTTEE 

^- * \. . ' ■ . 

34. Set up a bulletin board and post laudatory .MATERIAL'S 
AND ARTICLES. ; . ' ^ 

35. HAVE' ADMINISTRATORS TEACH A/CLASS OCC AS I QNALL Y . ., VAND; ^ 

" ,HAV^ TEACHERS SWITCH CL AS.SE S ' W I TH ■ • C OL LE AGUE S A COUPLE | 
TIME'S EACH year"- ' ^ 

• seA .Meet.^with each staff member informally * at L-east .once. 

•. A SEMESTER. WHETHER YOU TH I NK T T ' S NE E DE D OR NOT . ■ 

37,. Have a slide show on each new. program, -and make it 
available . . * ' . . 

38. Plage suGGESTiohl bo:(<es around and let it .be' known . • 

■ SUGGESTIONS- ARE READ.' - (YOU MAY HAVE TO VPRIME THE • 
.PUMP' WITH. A FEW OF YOUR OWN: SUGGESTI ONS . ) ^HEN ^ 
PEOPLE KNOW you're LISTENING, THEY'LL CONTRIBUTE'. ■ 
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39. Ir^rviTE CITIZENS' AND : STUDENTS JO PARTICIPATE 11^ TEACHER 
LN^ERVICE PROGRAMS.- — - — -i-— — '- ' ', ' .• 



ERIC 



40.- Have A staff to^stmasters club. Get some practice and 

. THEN SET UP YOUR VERY OWN .SPEAKER'S BUREAU. MAKE IT 
AVAILABLE TO CLASSES I.N YOUR SChOOL , OTHER SCH90LS AND 
TO^ CLUBS AND \ORGANl"2AT*rONS . 

"41. . Avoid educational jargon in writing and speaking." 

Enoujgh said? > - ■ . ■ 

42. Be accessible to ^students and parents to discuss problems, 
gripes or sugges/t ions . - 

43. Turn people on. Show you are genuinely interested- in 
what they are doing. exude enthusiasm-i " ■ ■ ; " 

44\ Have ^ A commUnica'TIOn advisory- committee and Make it an \ 
■ ' "active ■ one . ■ ■ 

. 4 5'. ■■ Hold .:C)Emon%jrat ton classes fo.r parents, and oti^ep citizens. 

46.'' 5w i tch classes w i th a nearby parochial school ^teacher/ 

administrator Q'NCE a year .;. .or SUBSTITUTE in A^ * COMR AR ABL E * 
DISTRICT (NOT PRE-ARRANGED).. THEN, TAKE A REALISTIC LOOK 
. AT HOW YOU T-R&M^-SUBSTITUTE* .STAFF MEMBERS, AT YOUf^ SCHOOL. 

4'7. Assist STUDENTS ■ IN A study of how the .school board 

FUNCTIONS.. , ' - ' . ■ " 0 • 

48. AtTETvJD A few' BOARD MEETINGS;. 

49. ' Form, an. innovative ideas, council of teachers and' ; ! . . ■ '■ 

administrators ... just tq brainstorm. 

50. dp something about' 'pr tfta^ining in your district. 

51. Help create the kind ,of environment whe.^e people feel 

,^ comfortable calling you and others by the i r f i rst n am^s . 




Know the^ importance' of body talk, 



Be_a listener .■ 

Use the school board meeting as a communications vehicle- 
f^er a display of student work from your school. . .7^ 

SMAKL PERFORMING QROUP ... OR AN TNSTRUCT lONAL ACTI VIjJjY 



55. Have a glear understanding., about who. t.s . responsible jfqr 

- - -WHATt" AND^xMAKE IT KNOWN TO ALL. . ■ 
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■^RY -R^OMOfr Mfi;x-%FEETS^^ ANSWER CARDS... 

OR IDEA CARDS. JvO- GET COMMUNITY INPUT- ' „ 

HAVF A RUMOR CONTROL . CLEAR I NGHOUSE . 

■ ' " • * . • • . . 

HAVE A 'DPnP IN' ROOM WHERE TEACHERS ARE AVAILABLE TO 

TALK ON AN INFORMAL BASIS WITH STUDENTS. 

HAVE A T^EPHONE fOR*^ S TUDE N T S . , . F I N ANC E D BY ST.UDENT 
BODY FUNgS . . . ^ \ - 

KEEP THOSE OUTDOOR BULLETIN BOARDS FILLED A N U :i^N f e'rE S T I N 

(Even if, they have, to say : • School is open .■ ') ' • 

Put UP . A MARQUEE AT ELEMENTARY SCHOOLS .TO ADVERTISt: . . " 

upcoming classroom events. . ^ . • 

Make staff meet ings for all 'staff . - " ..^^ 

Schedule student art-displays for places 'downtown. •• 
Reverse ROLES- WITH STUDENTS occasionally. ,/ • _ ■ 

' ' -'■ ■ .. .■ , - - ■ ' s>' 

Revive,,' THE OLD. PARENT-STAFF TALENT SHOW. . 

. ■ * 

^'USe'' CROSS-AGE. TUTORING. . ' : . 

Build 'An AwAREN£ss__qF_TRE2iDS__Ajfc^^ 

DEPARTMENrsnrrTHIN YOUR. SCHOOL. 

Encourage staff 'phone calls to absent students. •: . , ■■ 
Organize an all-school brainstorming day to get several 

.HUNDRED -WORKABLE COMMUNICATIONS'. IDEAS - IDEAS UNIQUELY ' 
-APPROPRIATE TO YOUR SCHOOL. , • .•• ' 

RECOGNIZE TDE-AS AND S UG GE S T I ON S.. CON TR.I BUTE D ^Y STAFF MEMBER 



'BE SURE- THE .'nSTRUC T I ON At-PRfJGR-AM' GETS FA I R BILLING AT 
SCngOL BOARD -MEET INGS . . - 

Invite the people in accounting --and pu^.chasing to -visit.:, 

~ classrooms' so THEY CAN SEE - THE RESULTS OF THE I R WORK . ■ 

Try TEACHER PHOt^E calls to P ARENTS ' TO . I N V I TE YhEM TO 
. BACK-TO-SCHOOL NIGHTS. , . . ' ' ; = 

GET A- Polaroid ca^mera and. use it to take . pictures of all 

SUBSTITUTE STAFF MEMBERS SERVING YOUR SCHOOL .. ' PO ST THE 
PICTURES- EACH DAY — TELL WHO T|HE SUBS ARE , WHO ■ THEY R^ 
FOR, AND ENCOURAGE A WARM WELCOME; : . - - • 



Have tooth envelopes for sending home the teeth that 
f^inally come out at school ~ with a note from the 
TEACHER.. These ARE tender moments parents don't want" 

TO MI SS . . c ~ 

Take a'good look at your messages for PTA newsletters. > 
Use them to share your -thoughts about education, your 
concerns . your s uggest i o n s » ' yo ur co mme nd at i o n s . 

DEMONSTRATE YOUR LEADERSHIP AND YO UR AB I L I ,T^^ TO TH I NK • 

ORGANILiE SOCIAL OPPORTUNITIES FOJR STAFF MEMBERS. (HOST 
AT LEAST br^E SUCH EVENT EACH YEAR YOURSH^F. ) . 

PLAiy SPECIAL THINGS TO MAKE NEW TE ACHL^^S FEEL LESS^NEW. 

Assign them a ' buddy" .. .give/ them one of last year's • . 

YEARBOOKS FOR A MONTH OR SO .^ .-PtiT UP A BULLETIN BO ARC 

IN THE STAFF ROOM WITH THEIR PICTURES, NAMES AND SUBJECT 

AREAS. . • . ^ . . 

Give articulation a try with your colleagues -.especially 

THE STAFF OF YOUR FEEDER SCHOOLS. OR THE SCHCkPLS' YOU FEED. 
You ARE 'not at your BEST WHEN YOU AR€ ' OPERAT I NG IN. 
.ISOLATION. ■ ^ 

6EN0 COPIJIS of your SCHPOL NEWSPAPERS AND HONOR ROLLS TO 
OTHER SCHOOLS. . / 

Follow-up ^ON problems and resolve complaints - no matter 

how' SMALL OR INSIGNIFICANT THEY M'AY SEEM. .LITTLE THINGS 
HAVE A WAY OF BUILDING INTO BIG THINGS. - 

HAVE^A MONTHLY 'THINK 'T-T^fjK ' SESSION FOR ST A^bImE^^BERS 
WHO ARE INTERESTED IN ATTACKING PROBLEMS AND FINDING ^ 
ALTERNATIVES. ^ . ' ^ ' ' 

Visit other classropMs, ask questions and learn new - 
techn i-ques ..■ . ' • . 

Provide opportunities for staff members t.o share . 

INFORMATION PICKED UP AT WObRKSHOPS AND CONFE.^ENCES . 

Have a 'family day' at your school — during an evening 

OR ON A weekend — WHEN STAFF MEMBERS CAN BRING" THEIR 
FAMILIES TO.SEE WHERE THEY WORK, W I TH WHOM , ETC . ' , 

Plan visi ts to the princii^al '5 'off^ice THAt are -fun and 

INFORMATIVE. LET THE SECRETARY EXPLAIN WHAT SHE DOES,. ^ 
WHAT THE- PROCEDURES ARE, AND THE. SERVI.CES THE OFFICE. 
PROVIDES.. If students want to SI'T at the PRINCIPAL S . 

de'sk, let them-: (Watch how many will put their feet ^ 

UP ON THE desk. ) ' 



Have STUDENT tour leaders student" hosts and hostesses 

FOR VISITORS TO YOUR SCHOOL. . THERE'S NOTHING MORE 

infectious than student 'pride. \_isi^w 

If you have professional public relations people among : ^ 

THE PARENTS In YOUR SCHOOL, SET Uf^ A PP ADVISORY 
COMMITTEE.. THEY'LL COME UP l^ITH SUGGEST I ONS AND AIDS 
YOU NEVER DREAMED POSSIBLE (AND, THEY'LL BE PLEASED 
WITH YOUR RECOGNITION OF THEIR TALENT.) r ^ 

When STUDENT work is- on display -somewhere in your ; ' 

.BUILDING, SEND A NOTe'tQ EACH STUDENT ' S PARENTS INVITING;^ 
.THEM TO^ DROP BY TO SEE IT. • 

INCLUDE BUS DRIVERS' AS ONE bF YOUR PRIORITY AUDIENCES. . 
'iNVJJ.E THEM. TO ST A F F . MEE T I NG S. . LET THEVI KNOW HOW 
■IMPORTANT THEY ARE TO YOUR. SCHOOL. • . ' ' 

have! AN 'ALUMNI DA Y' FOR FORMER ' STUDENTS . V 

HAVE A MAP OF YOUR .SCHOOL CAMPUS WITH 'YOU ARE HERE ' 
MARKS . • ' ■ 

If you HAVE ACCESS TO A CAMPER OR VAN . . . GO OUT I NTO . 
YOUR ATTENDANCE AREA, PARK'\iN CUL^DE-SACS AND WELCOME 
PARENTS AND.OTHER CITIZENS FOR A CUP OF^COFFEE AND A 
VISIT.. r. ■ / ' ■ ' . 

HAVE A 'KID'S PAGE' 'IN ANY K I ND O F 'nE W SL E TTER ' YO U SEND 
OUT. IT INCREASES r'^ADERSHIP AND INSURES DELIVERY. 

■ I . 

Show off. your good people and GaQ,p • pf^ograms . , • '\ • 

USE THE PRINCIPLE QF" THE DISINTERESTED THIRD PARTY-- 
THE .TESTIMONIAL-r-IN-. TFLLING ABOUT . NEW PRACTICES AND 

PROGRAMS .. . ■ V ■ . ' 

GIVE STUDENTS OPPORTUNITIES FOR MEANrNGFUL INVOLVEMENT. 
DON'T LET THE^R LEADERSHIP OP POR t UN I T I ES ■ B ECO ME 
TOKEN I ST lb ., ■ \ >' 

I> YOU 'REALLY MEAN I T W HE N .'yO U TE LL ■ ST UDE NT S , ' TH I S I S , 
YOUR SCHOOL.' GIVE JHEM OPPORTUN I T I E3 TO ■ BRI NG ,A 'V I S I TOR 
ON CAMPUS WITHOUT TOO MUCH' RED TAPE. 

TRY 'LET'S TALK' IT OVERI SESS I ONS' , W I TH YQUR- PTA ROOM 
MOTHERS. MAKE THE GET TOGETHERS . UNSTRUCTURED AND OPEN, 
TO ANY- AND ALL SUBJECTS. , \ 



1/vn- Mnvyp qTAFF MEETINGS ARUUNU l !^c: c>unuyi-^ ^ w.. . - • 

' A- olFFEREkT LOCATION. AND ; E VEN ; I F IT COSTS A "DOLL AR 

• ,. Sr TWO EACtI TIME. HAVE. SOMETHING TASTY TO EAT OR DRINK 



• 10 1. 

i02. 
' 103. 

"'•104, 
105 



Try; using the telephone for FoLLqw-uP calls to 

SUBSTITUTES. . ' ^ • ' • .• 

_TAKE A STUDENT HO ME tO D J N NE R . ( ASK THE PARENTS FIRST.) 

TELL PARENTS WHEN* YOU'RE A y AI L'A BL E 'FOR C ALL S . . . AND 
ENCOURAGE THEM TO CALL WITH ANY . QUEST I ON . , . - ■ 

CALL STUDENTS WHO ARE ENTER TNG A NEW SCHOOL OR A NEW - 
GR'ADE ""bIf^RE SCHOOL STARTS. (THE IDEA IS ESPECI ALU^Y .. . 
EFFECTIVE WITH FIRST GRADERS.) \„ ' 

; Put aside part" of your' staff bulletin boar6 >or - gooo 

GOSS IP.' ' ■ . , ■ • 

■■.Tell PARENTS how to speno t i me ' W I TH *THE I R CK-I-LORE|vL _ _ 

. , DURING THE SUMMER. GIVE^THEm'a LIST OF COMMUNITY . 

■ "'resources, places to VISIT, etc. 

107. HEL'P A-F'ARENT f-UTOR H I S C H I L DR EN . ' • j 

infl THINK ABOUT -YOUR PAREWr- TEACHER CONFERENCES-. ASK 

YoiRSE^F 'IF I-WERE A PARENT , WOULD I WANT TO KNOW ., 
WHAT I'M TELLING'?'- /WOULD I FEEL .COMFORTABLE HEI^.E?. 

TNC.TALL A COFFEE CUP RACK FOR Pa'rENTS IN THE STAFF 
llll^ . l"s A GOOD WAY TO .KEEP THE. .WELCOME MAT OUT 
FOR THOSE WHO ARE ALWAYS HELPING. . 

UET f he' PERSON WHO 'S BEEN RESPONSIBLE ' ^ J ^^^^ ^^f 

ACTIVITY GET'THE CREDIT HE OESERVES-LET HIM MAKEJH.. 
.REPORT TO^ THE BOARD OF EDUCATION. 



1 06 
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1 10 



1 1 1 



1 12 



1 1 3 



1 14 



MOVE board'. OF EDUC'ATION MEETINGS AROUND THE DISTRICT. 
GIVE THE HOST SCHOOL STAFF A CHANCE TO TELL WHAT 
THEY ' RE DO I NG . . f . , . 

HAVE 'RUG MEETINGS' WITH ;0UNGER STUDENTS'.^ GET^DOWN 
TO THEIR PHYSICAL LEVEL. AND RAP. .. 

HELP YOUR SCHOOL. P UBL I SH ' A;^N E I GHB OR HOOD .M AP - -ONE -T H AT^ 
■SHOWS, MORE THAN THE LOCATION OF THE SCHOOL "GR^AT FOR 
NeSrESIDENTS, even a^TTER as a TEACHING tool. < ■ 

HAVE AN ALUMNI b A Y - A T I ME ' FOR JUNIOR H I GH S TUDEN T.S ^JO 
RETURN tS THEIR MlEMENTARY SCHOOL AND TELL WHAT IT'S • 
-.rIIlLY L?KE 'UP THERE.', (THE IDEA WORKS WELL WITH 
SENie^^IGH. SCHOOL STUDENTS TOO.) 
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BUYING. . HASiE A- MINI F>A5HiUN :>nu^ w,>^^_.- .- ^ 

yEETING.. SHOW. PEOPLE PHYS ED DUTF I TS . A^-^^ I T Y 
UN I FORMS . ETC . . . ^ . ' - • 

SCHEDULE A 'PARENT-fEACHER CONFERENCE- IN A STUDENT'S " 
HOmI iir'LL HELP YOU -SEE .WHAT .IT'S H-rkE FOR^SOME • 
PARENTS TO COME TO SCHOOL.)^-. . ^. . ' , 

LeV the students, in your .room: COOK an f 

THEIR PARENTS. W.H I LE. THE Y ' RE E AT I NG . LET TH&.KIOS 

TELL WHAT THEY'RE LEARNING. A _ " • 

"SET UP A BUDDY SYSTEM FOR NEW^ STUDENTS NEW . STAFF, 
■ MEMBERS. '■■ . • ' . - ■ ■ ■ .■ ■ [ 

TAKE your' SCHOOL CHOIR/BAND TO A CONVALESCENT HOME ' • 

OR THE' P/>RK OR THE ..MALb'.OR DOWNTOWN. 

THINK ABOUT GOMMUN I CAT ION — F I VE ' MI NUJES A DAY . , 



The Ten Best 



■'• now' think about the ideas you'generated during. brainstorming 

. . AND-"^Hr^OEAS ON THE PRECEDING PAGES. ' CONSIDER ALL TH^.SE . - 
IDEAS. AND PICK THE TEN YO U , L I KE 8^E-ST . . WRITE THEM BELOW. 



1 . 



3 . 



5 . 



7 . 



8 . 



10 , 
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The Five best 



- . t ■ , _ ■ 

Go b-ack'to the preceding page. Cross out the f i ve- act i v i t i es ^ 

THAT WOULD BE MOST D I FF I CUL T _ TO DO . WHY YOU'- CROSS OUT AN « 
'"ACTIVIT" DO&SN'T M'ATTER. . 

L, i„S,:|^._T-HE--F l VE REr{lA I N I NG^ ACT I V-I-T-I-E-S BELOW R ANK ' TdELM, 



ACCORDING TO' S^OUR PREFERENCE; I,E., L I^ST -YOUR FAVORITE . 
ACTIVITY FIRST, YOUR SECOND F A.VOR I TY ACT I V I TY. SECOND, ETC, 



.1 . 



2 , 



3.\ 



4 . 



NOW^ ^ AS A MATT.ER OF 
PEF^SONAL I NFORMATION , LET' S 
^5EE W^ilCH PUBLICS EACH 
ACTIVITY WILL " AFVECT . PUT 
AN-X IN THE BOX OF. THE TWO 
PUBLICS MOST AFFECTED BY'' 
EACH ACTIVITY, HF THE . 
PUBLIC AFFECTED OR INVOLVED 
IS ONE . OF YOUf^ PRidRITY 
PUBLICS, BLACKEN THE BOX.) 
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TME De^t 



Pick the acpi vi ty' from the preceding page that you like 



BEST . WRI TE. IT HERE- 



IN 




Haw MUCH TIME WILL IT TAKE TO DQ THIS ACTIVITY? (ESTIMATE 
' THE AMOUNT OF TIME THE ACT I V I TY «P'E-R SE W I LL REQU IRE . ) 



• ■ ■ MINUTES 

" ' .S. ' . ' .• " ' c ' , ■ ' 

When 6hould I 6tOft 

Monday. Look at the amount of time required ,^ and schedule 
th^ activit-y for next monday. 

I WILL START THIS ACTIVITY AT ■ O 'XLOCK NEXT MONDAY. 



Keepinc) Track 

If yoOr activity .takes five minutes or less, do it all Monday 

If the activity will take longer than, five minutes, do it all 
ON, Monday anyway... but give yourself credit..^ 

FOR^EXAMPLE, IF. THE ACT^IVITY TAKES 15 MINUTES, OO IT ALL 

MondayV But give y'&urself five minutes credit for Tuesday 
AND Wednesdays . .AND don't bo anything those two days. Start 

A .NEW activity FROM YOUR V* FIVE. BEST* LIST ON THURSDAY (OR . 
.REPEAT THE FIRST ACTIVITY). . ^ ' - 
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The fldvoncecl ^ 
Five Minute fi 




on 



USE YOUR PRIORITY ACTIVITIES TO S-" 1 LL I N ■ JHE . FO UR -WEEK 
CALENOAR ON THE MEXT PAGE. PLAN THE FXRST ACTIVITY FOR 

next monoay . '■ 
Make sure the total number of minutes for the month (20 

V*0RJ<1NG OAYS) O OE S NO T E XCE EO. 1 0 0 MINOTES (5 MINUTES EACH 
DAY, FOR 2 0 OAYS) . - ■ ' . ' / 

You CAN REPEAT ONE ACTIVITY AL L MON T H . . O R ; YO U , C AN USE 

NEW A:CTIVITIES E AC H . O A Y . . . O R YOU CAN .00 ■ AG T I V I T I ES^ T H A T 

TAKE' MORE THAN F I VE' MINUTES AND SPR E AO . T HE M O U T OR^BANK 

THEM "IN FUTURE OAYS. . .. 




The flclYoncccI fiv^ Minute ci 






; •ACTIVITY OR THE " NT' CREDIT! IN THE LO«ER ,. , 

, .EOUIRED TO » ' \ L ^ * '''' 

■•■CD?r>-^T CORNER OF EACH BOX. lUi^L i u , ' . ■ , 

. . y\LL E^H) OF THE. MONTH, 



MINUTES. 




•, TOTAL MINUTE5 



The"Keep Me Commitied" 
Flye Minute q Day PR Plan 

■ ■ ■ ■. ■ ■ , • ♦ • ■ ■ * ■ ' ' • 

This program is essentially the same as the advanced five- 
.minute-a-day pr plan ; 1 . except you give a co p y o f. yo ur plan 
to a colleague.' ^ • . • 

GBVE yourself" F I VE MINUTES CREDIT FOR TAKING THE INITIATIVE..; 
ANO TEN- MINUTES CREDIT IF YOU AGREE TO DO A PR ACTIVITY. • 

together1._„ ~ - ' . • 

Take ten-minutes at the end^of the month to talk over what 
went right, what ought to b e ' i mf'ro ve d and what ought to be 
eliminated. (Give yourself an evaluation credit qf lOo minutes 




When all* is saiq^.aKid done, you 'll^pind' the changes you've • 

MApE--AND EVEN-THE THINKING* YOU 'VE "done — WILL MAKE YOU MORE 
EFFECTIVE . 

ANO YOU'liL FIND THAT gVEN F I VE -M I NUT E S - A- DA Y W I L L^ MAKE/ A 
DIFFERENCE. /The RESEARCH IS VERY CLEAR THAT EDUCATORS WHO 
ARE PUBLIC RELATIONS CONSClbUS ARE MORB EFFECTIVE IN WHAT" 
THEY .DO AND ENJOY THE I R WORK MORE . . 

That mak^s ■ sense ... BECAbsE when the publ i c understands . 

WHAT YOU. ARE DO ING AND SENSES THAT YOU CARE, THEY OFFER, 
•SUr^'=*ORT . . . . ' • 
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qenefotinq ideos through bfoinstofminq 



If you refuse to . succumb to the pr(=;va il ing mooo of 
calamity that seems to be paralyzing far "too many schools 
ano school oi'stricts tooay...if you are not content to 

' ' '. ■ \l' ■ ' ' ■ ^ 

MUOOLE ALONG IN A RUT OF AMIABLE MEO I OCR I T Y\ . . ANO IF YOU * VE 

ALWAYS KNOWN OEEP DOWN INSIOE THAT SOMEWHERE, SOMEHOW 

THERE A WAY TO REGAIN THE CONFIDENCE PEOPLE ^USEO TO HAVE 

^. • ' . .' ... 

IN THEIR SCnpriLS, THIS IS YOUR LUCKY OAY . YOU ARE ABOUT TO- 
become a brainstormerl , . 

Brainstorming is spec i al^ because it takes aovantage of 

a • ■■*/'■ * " 

EVERYONE'S THINKING ANO MAKE?S^.IT PO S S I BL E . .FO R YOU TO LOOK 
AT- LOTS OF. WAYS IN WHlCH YOU OR EVERYONE IN YOUfR SCHOOL OR 
YOUR OISTRICT CAN IMPHiOVE CO MMUH A T I ONS-. W I T H ' ST AF F , WITH 

■ PARENTS . WITh"^ STUOENTS, ANo 'wiTH THE COMMUNITY AT LARGE. 

■ ■ i> < - 

-What are the 'f=*ROBLEMS? What are some "poss.i ble i i^meo i ate 
SOLUTIONS? What means can . you TAk'B'^fb arrive at, (eventual 
solut ions? " . \ . ■ . 

. It is important to remember that brainstopming oevot-es 

ITSELF SOLELY TO C R E A T I VE T H I NK I N G . IT IS A SUPPLEMENT^ TO 
INOIViOUAL. CREATIVE TH I NK I NG , ■ NOT A SUBSTITUTE. ROR SHEER 
NUMBERS OF lOEAS. .IT IS AN EXCELLENT TECHN I QUE:. . WHEN USEO 
PROPERLY. 



Get a group 'Together ^7- preferably a group that v 
•represents either all kinds of teachers or all/kinds of 
staff members. m i in support staff , 'some parents and 
■students. it*s the way to go for groups of from 5 to 50 
tc 1 00 or more . , , 

What will, you' get for all your time and effort? Our * ■ 
^experiences with group . bra i nstorm i ng allow us to make jhese 
est i mates : . 

^ a group of 12-25, engaging in brainstorming for 
15 minutes, will generate at. least 150 different . 

IDEAS .■ ■ 

\ • ■ ■ . 

--"A GROUP OF 30-60, IN 15 MINUTES, W I LL " GEN'ER ATE 

AT LEASt"250 DIFFERENT', IDEAS. 

A GROUP OF 300 BRA INSTORMING FOR . 15 MINUTES'WILL 
GENERATE OVER 1 , 0 0 0 D LFFERENT • I DEAS . 

And, BEST OF all, they'll have fun coming up with 

' . " ' . ' ■ ' ■ ■ ■ ■ . ' 

IDEAS FOR ' PROGRAMS , A C T I V I T I E S A N D EVENTS THAT ARE UNIQUE 

TO YOUR SCHOOL OR YOUR SCHOQL DISTRICT -~ DESIGNED EXCLUSIVELY 

TO FIT YOliR NEEDS AND YOUR CONCERNS . THERE ' S A BONUS IN STORE, 

TOO, FOR ALMOST EVERYONE ^WHO PARTICIPATES^ WILL FEEL SOME DEGREE 

OF .COMMITMENT To'sEE^ING THAT THE IDEAS BECOMfe REALITY.. 

To BE BLUNTLY " HONEST WITH y6u , WE'VE CONDUCTED HUJJDREDs' 

OF BRAINSTORMUJiG SESSIONS FOR GROUpX^OF TEACHERS, ADMINISTRATORS 

BOARD MEMBERS, STUDENTS, PTA LEADERS, T I ZENS ■ COMM I TTEES 

AND IT'S WORKED EVERY TIME. 

s You^RE coNviNCEp? ' Good: 



moktnq It hoppen 



-- Identify what is to , brainstormed and have it 

CLEARLY ;5TATED. FOR EXAMPL.E, ' HOW CAN WE, iAS ^ 

' . "classroom teachers at School) do / 

-a BETTER JOB OF COMMUNICATING WITH EACH OTHER? THE' 

Problem to be brainstormed must be specific -.- narrowed 
* down so you can attack a single target. the subject 
must be fai^iliar , 's^imple and talkable. 

rjAME *AND INVITE THE PEOPLE" YOU WISH TO, INCLUDE. (YoU'LL 
• BE MORE EFFECTIVE IF YOUR GROUP I S REPRESENTATIVE OF 

THE PEOPLE IN YOUR SCHOOL OR-DlSTRICt AND INCLUDES BOTH 

chiefs and indians.) • 

Assign people td>ableS. Round' tables are best' with at 
least six people but nop- more tjhan^ ten at each. be sure 

EACH TABL^ 'IS REPRESENTATIVE OF THE KINDS OF PEOPLE 
• YOU'RE INCLUDING. . .SOMEONE/FROM EACH GRADE^LEVEL OR 

department or responsibility fkr^a . , 

- Have paper an[> pencils at each table so each group can 

record the ideas generated. 

DUPLICATE AND SEND OUT THE BASIC RULES FOR BRAINSTORMING 
AHEAD OF TIME so' PARTICIPANTS CAN FAM I L I AR I ZE . THEMSELVES 
I.: WITH THE PROCESS. (THIS IS MORE IMPORTANT„IF YOUR GROUP 
IS LARGE. If your GROUP NUMBER^S 50 OR UNDER,* YOU CAN 
WAIT UNTIL' PEOPLE GATHER BEFORE GOING OVER THE RULES.) 
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Put the rules on- a chalkboard or 'UP^ as a rqster-- large 

ENOUGH AND PDS I T I ONED PROM I NENTL Y ENOUGH FOR EVERYONE TO 
SEE AND READ AND BE REMINDED. 

1. TRITICl'SNf IS RULED OUT . ADV^Rsi JUDGMENT OF 
IDEAS MUST Bff ' WITHHELD UNTIL A LATER TIME . ALLOWING 
YOURSELF TO BE CRITICAL AT THE SAME TIME YOU ARE . 
BEtNG CREATIVE IS LIKE TRYING TO GET STEAM AND COLD . 
W'ATER FftOM THE SAME FAUfET AT THE SAME TIME, IDEAS 
WON'T BE 'HOT ENOUGH . 'CRITICISM WON'T BE COLD 

ENOUGH. Results will be Lukewarm. 

Z\ 'FREE-WHEFLING'. is WELCOMED. THE WILDER THE ^ 
IDEA. THE BETTER. I T ' S. E AS I ER TO T AM^ DOWN THAN,. . 
TO THINK UP. • 

': 3. Quantity is wanted" ',. 'The greater the number 

T t 

OF IDEAS, THE MORE LIKELIHOOD OF USEFUL IDEAS. IT S 
EASIER TO^ PARE DOWN A LONG LIST THAN TO BEEF UP 
A SHORT ONE. " ' ' /, , 

4. f-nMBINATTHN 'and IMPROVEMF NT ARE SOUGHT. IN 
ADDITION TO CONTRIBUTING IDEAS OF THEIJR OWN, 
PARTICIPANTS' SHOULD '"suggest HOW IDEAS DF OTHERS , CAN 
BE TURNED INTD BETTER IDEAS, OR HOW TWO OR* MORE 
IDEAS CAN BE JOINED INTO STILL ANOTHER IDEA. 



- Plan to have coffee or soft drinks handy so people ^ 

CAN KEEI- I'HEIR CUPS FILLED AfjID Bi MORE .RELAXED ■ AND 
INFORMAL AT THE TAE3LES. 

- EACH TABLE NEEDS TO HAVE A LEADER -- AND A RECORDER. 
IF YOUR GROUP IS 50 OR MORE. YOU MAY WANT TO IDENTIFY 

■YOUR TABLE LEADERS AND RECORDERS AHEAD OF TIME AND 

• GIVE THEM SOME TIPS* ON HOW TO DO THE'IR JOBS. (IF 

• YOU .HAVE FEWER THAN qO PARTICIPANTS. IT WORKS JUST 

. 'as well to wait UNTIL EVERYONE IS PRESENT — SEATED 
AT THEIR ASSIGNED TABLES.- ASK EACH- GROUP TO IDENTIFY 
THE PERSON AT THEIR TABLE WITH, THE QUALITIES NORMALLY 
ATTRIBUTEDJO LEADERS. WHO WOULD TURN DOWN SUCH _ 
^RECOGNITION?' NOW YOU HAVE YOUR l-EADERS . THE RECORDERS 
■THEN ARE THE PEOPLE WHO NOMLNATED EACH OF THE LEADERS. ) 
BELIEVE IT OR NOT. YOU 'RE' READY! ? •• 



Qcttinq it together 

IT'S TIME TO. PRIME THE PUMP OF GREAT I VE THOUGHT . > 
• c;pT THF SCENE ... USE THE L A TE ST ' PRONOUNCE MENT S FROM THE 
POLLSTERS TO SHOW HOW LITTLE PEOPLE REALLY KNOW 'AND HOV^ MUCH 
THEY'D LIKE TO KNOW. P.FT FVFRYONF TO FAC.F THE FACT THAT 
"public SCHOOL PEOPLE ARE KNEE-DEEP IN A CRISIS OF PUBLIC 
CONFIDENCE. P^m'tMH THEM THAT THE SITUATION IS' NOT HOPELESS 
BECAUSE THAT GREAT « B IG" BEAUTI FUL PUBL I C. DOES WANT TC3 KNOW, 



♦SEE PAGE 38 
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Q OES WANT TO BE REASSURl^D THAT 2^2 STILL - A... WITHOUT A 
LOT OF RHETORICAL QU AL I P I C AT I QNS . POINT OUT THAT WE CAN'T 
♦COUNT ON ANYONE ELSE TO DO THE JOB FOR, US, THAT IMPROVING • , 
CONFIDENCE IS A JOB WE MUST FACE UP., TO AND TAKE ON, THAT 
T1HE ONLY WAY WE'LL EVER C?0 IT IS TOGETHEf^ — POOLING IDEAS 
AND TACTICS AND STRATEGIES TO COME UP WITH THE BEST WAYS 

for us', ^our school, our district. 

■ ' Give them a bottom-line reminder that brainstorming 

IS CREATIVE THINKING. REVIEW THE RULES. GIVE THEM A QUOTA. 

(For example',' 'In the next lo to 12 minutes, each GRdup 

SHOULD COME UP WITH AT LEAST 25 IDEAS.') ; . 

Now WARM UP YOUR BRA I NSTORMER^ . GiVE THEM SOMETHING 
TO PRACTICE ON, TOTALLY UNRELATED TO WHAT THEY WILL ACTUALLY 
BE BRAINSTORMING SOMETHING LIKE, 'I HAVE TEN TRUCKLOADS OF 
USED--REALLY USE D I - -T I R E S . • IN THE NEXT 60 SECONDS, IF YOU 
CAN GIVE ME EMQUSfl GOOD IDEAS ON HOW . YOU " COULD USE THEM. 
I'LL GIVE THEM "to YOU--FREE.' USE THE TOTAL GROUP AND SKIP 
'AROUND THE ROOM GETTING IDEAS. IN THAT ^MINUTE, YOU SHOULD ^ 
GENERATE A COUPLE OF DOZEN IDEAS, AND YOUR GROUP WILL HAVE 

caught the 'how to' of brainstorming. 

You're ready now to address the first problem to ^be : 

eRAl.;STORMED . TELL PART I CI PANTS " HOW LONG THEY'LL HAVE TO; • ' 
BRAINSTORM - AND LET THEM GO. , ■ 



••, A CQUPLe" OF- MINUTES BEFORE TIME . I S. UP . WARN, THEM . 

.REMI^Nd'.THEM- AG^IN WH^N- THERE IS J UST^ ONE ■ M I NUTE LEFT - AND 

CALL TIME.. .. ■ . ■ I. ■ . ■ .. ■ 

I t"' SOMETIMES HELPS S:f I MULATt QUANTITY'. IF YOU TAKE A 

QUICK RUN AROUND'THe RO 0 M ( F I GUR A T'l VE L Y SPEAKING) TO ASK: 

••How' MANY IDEAS DID YOUR GROUP' cOME UP WITH?' ONE, TABLE . 

will" -ALWAYS HAVE QU"ITE- A FEW MORE, THE ANNOUNCEMENT OF WHICH 

IS USUALLY GREETED W^ITH APPROPRIATE CHEe'rS AND BOOS . IT . 

^HELPS THE' INFORMALITY AND INTRODUCES A HEALTHY ^LEMENT OF 

' ' WE - CAN DO BETTER - TtefAN THEY DID* WHLCK IS JUST WHAT YOU 

WANT. ; Your goal:- IS quantity. - . > ' . 

' Set THEM off' AGAIN WITH- ANOTHER PUBLIC 'for ANOTHER 

lot 15 "Minutes . ^. :' . . ' . . 
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After you' have. -brainstormed .,jhe areas Ydu targeted .-^..^ 

HOW TO IMPROVE GOMMUNICATIONS WITH STAFF, W.I TH ' P AREN T S , 

WITH STUDENTS, TO AND .FROM THE C EN TR AL O PF I C E AND nlTE 

board', WITH THE COMMUNITY,. WITH EACH OTHER-, /ROM.SCHOdL 

TO^SCHOOL." ETC.— TAKE YOUR. P I CK . . . L E T THE M^ ^E T . ANO THER 

CUP OF COFFEE. . .AND IT'S ON 'tO PhASE TWO. / 

-i ■ ^ •' / - *■ ■ 

; AS AN OPTIONAL. ACt'iVITY, HAVE EACH QROyP IDENTI^FY ITS 

THREE BESV IDEAS-. TH I S . W I L L ' T AKE ABOUt/s- 1 0:. M I NUTE S . AT 

THIS.'POINT YOU CAN'GO ONE OF. TWO ROUTES : YOU .CAN HAVE THEM 

•WRITE tHEIR- TH?EE best' IDEAS'INTO 1 0 o/ WORD P ARAGRAPHS_AND 

REPORT, OR rOU CAN SIMPLY HAVE T-HEM REPORT ORALLY, TO THE - 

REST OF THE GROUPS. TH I S. PH ASB .1 S CALLED ! PUTTING THE , 

'r.IBBON Of^. THE PACKAGE : 



DON^'T RELAX TOO ^lUCH JUST YET. FOR- THE JOB ISN'T QUITE 

OVER : • " , 1 '. ' . 

COLLECT -from ' ea.s:h table all jhe ioeas- generateo,, with 



THE BEST ONES STARRED. 



■ * ■ Thank participants for so ^.generously' sharing their 

' ' ' \ " ■ , ' ' . . .- ■ 

CREATIVITY WITH ONE'" ANOTHER . w^NO . PROM I S^THAT WITHIN THE" 

WEEK YOU'LL HAVE A COMPILATION OF ALL "THE I D EA S ( Wl Th. 
-OUPLI^ATIONS EDITEdI OUT ANO 'MISSPET_LED WOROS CORREjCTED ) TO 

EaVh ONE. OFJHEW. ^, ■ 

IN'OUR SESSI0r4,S, WE MAKE THESE PRO'MISES TO THE 
INOIVIOUAL PARTICIPANTS: 'IF YOU PUT TWO . I OE AS TO WORK , 
^OU'LL ' AOO-^EST TS-YOUR JOB. IF YOU TrV HaIf A OOZEN, ' 
YQJJ WILL- REALLY PEP UP YOUR ASSIGNMENT-. IF YOU SELECT A 
"po'zEf^ OR more/ YOU WILL BE SO FULLY^FUNCT I ON I NG THAT 
EVERYONE W I LL WANT. TO 'pE ON ^PUR^ JEAjvi . ' 

REAOY?- . . \ . ' \ . 

Set? .4r ( " 

Go': ' • 




•i; ,Keep the bra instorming ■ session informal. 

2. Explain, in your . own words , ..the guidelines for 

brainstorming, let your team know that no idea is 
■ worthless. * . " ' ' 
3,. If someone' persists in being a critic of ideas, it 

IS -UP TO YOU /'TO WARN -HIM AND STOP HIM. 'ThINK UP 
BR, SHUT UP . ^ . ' ■ 

4. Keep a.sp'irit of encouragement eaiNG'. Be enthusiastic 

ABOUT . TH IS CHA*NCE TO BE CREATIVE AND LET THAT ' 
' ENTHUSIASM. SHOW .. I T 'S CONT AG I O US . ' " [ - 

5. LET YOUR BRAINSTORMING TEAM FEEL THEY ARE PLAYING A 
■\ GAME..' Try HARD., BUT W-ITH A RELAXED FRAME , 3F MIND. 

6'. Remember that the aim of brainstorming iSoTo pile up 

a^ quanti ty of' ideas - better ways. 
7.. Be prepared to throw out -some ideas of your^own, "^ome. 

■ ■ ■ ' ■ ■ ■ \ 

■ OF THEM IN THE 'WILD* CATEGORY TO . S T I MUL A TE OTHER. \ 
IDEAS r 'PRIME* THE JO I N T ' FL DW O F . I DE A S ) . 

8. Encourage 'PIGGYBACKS, * the id'E'a^' that are directi^y 

sparked by' a previous idea. ' v. 

9.. Keep i deas flow ing . Involve everyone. 
10. Grab. IDEAS as they are offered ' and help get them into 

FORM , 
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